Civil Case Opening

Following are the instructions for filing a new civil case in CM/ECF 4.0.2, in the
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OPENING A CIVIL CASE

THINGS YOU NEED BEFORE YOU BEGIN

Complaint Notice of Removal

1. Complaint in PDF 1. Notice of Removal in PDF

2. Civil Case Cover Sheet in PDF | 2. Civil Case Cover Sheet in PDF

3. Summons in PDF 3. Copies of State Court Documents

(if you want a summons issued) in PDF Format, particularly:

v Complaint
v Summons served
v Any Answers
v Any Pending Motions
v State Court Docket Sheet

CF Civil ~ Criminal ~ Query

il Events

itial Pleadings and Service Case Open & Assi Consents
Complaints, Other Initiating Documents | Open a Civil Case E-Mail (
Service of Process

Answers to Complaints Links

Dither Answers Case Opening Manual

Social Security Statement

.otions and Related Filings

To begin filing a new Civil Case,

1. Click on Civil on the Main ECF menu bar
and
2. Click on Open a Civil Case from the Civil Events list.

Civil Case Opening

CM/ECF 4.0.2

U.S. Courts, District of Idaho

October 2009 Page 2



Selecting the Correct Office

SCREEN 1

Step 1 is to select the correct
divisional office.

For a Complaint, the office is
determined by:

1) the county of the defendant, or
county of the plaintiff, or

which the incident occurred
occasioning the law suit.

In a Notice of Removal, you must
select the divisional office where the
court for the original case is located.

You may check the map of offices

Southern Division (Boise):
Ada , Adams, Blaine, Boise,
Camas, Canyon, Elmore,

Gem, Gooding, Jerome, Lincoln,
Owyhee, Payette, Twin Falls,
Valley, Washington

Northern Division (Coeur d'Alene):
Benewah, Bonner, Boundary,
Kootenai, Shoshone

Central Division (Moscow):
Clearwater, Idaho, Latah,
Lewis, Nez Perce

(Pocatello):
Bannock, Bear Lake, Bingham,
Bonneville, Butte, Caribou, Cassia,
Clark, Custer, Franklin, Fremont,

Oneida, Power, Teton

2) if the defendant is out-of-state, the

3) If neither 1 or 2 apply, the county in

and divisions to verify your selection.

Jefferson, Lemhi, Madison, Minidoka,

Open a Civil Case - Attorney

b a, EEEE

Click here for a map of offices and divisions.*****

Office Boise - Southem |~ | |Casetype cv ~ Case number

Date filefl o5 - yorthem
I Moscow - Central
| Pocatello - Eastem

| 17 iou Baloswis fot Court Use Only==*====*

Other court name
Other court number

EWAH
Rt SHOSHONE

LATAH
CLEARWATER
p—
[
s .
J F
-

PNEIDA  goanmin

**If Notice of Removal is being filed office MUST match the county the case is being removed FROM.**

]
- ~LAME
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Jurisdiction, Cause of Action and Other Statistical Information

_SCREEN 2

ECF defaults to 3 (Federal Question)
because it is the most common.

i
H
o
g
1)
¥

fature of suit |-

Open a Civil Case - Attorney
Jurisdiction 3 (Federal Question) -
Cause of action v Filter
Nature of suit 0 (zero) + | Filter
Origin 1 (Original Proceeding) -
Citizenship plaintiff -
Citizenship defendant -
Jury demand n (None) + Class action n ~ Demand ($000)
Arbitration code - County Ada - Southem -
Fee status pd (paid) + Fee date 7/8/2009 Date transfer
JURISDICTION: There are four options. Open a Civil Case - Attorney
Jurisdiction 3 (Federal Question) -

3 (Federal Question

complete the Citizenship fields for both
Plaintiff and Defendant located in the
middle of the screen.

o o Cme— -
Note: If 4 (Diversity) is the proper Citizenship plaintiff
jurisdiction, you will be required to Gl ot omamt

CAUSE OF ACTION: To locate the
correct Cause of Action, begin typing in
the Filter field. ECF will narrow your
search based upon your entries.

Cause of action

Cause of action

Click on the Drop Down arrow to see
your new options

Origin
renship plaintiff
iship defendant
v demand n (N
ition code

atus  pd (paid)

Nature of suit

Cause of action 28:2201 (28:2201 Constitutionality of State Statute(s))

28:2201 (28:2201 Constitutionality of State Statut:
011 utionality of State Statut
28:2201d] (28:2201 Declaratory Judgment)
28:2201ij (28:2201 Injunction)

28:2201in (28:2201 Declaratory Judgment (Insurance))
28:2241 (28:2241 Petition for Writ of Habeas Corpus)

28:2254 (28:2254 Petition for Writ of Habeas Corpus (State}))
28:2254se (28:2254 Ptn for Writ of H/C - Stay of Execution)
28:2255 (28:2255 Petition for Writ of Habeas Corpus (Federal))
28:2271 (28:2271 Federal Tort Claims Act)

28:2345 (28:2345 Medicare Recovery)

26:2409 (26:2409(a) Quiet Title Action)

28:2410 (28:2410 Quiet Title)

28271 (28-26T1 Fadaral Tart Claims Act

e ts }
g(s))

v Filter:
+ Filter 28:22
(=] Eder 282

Filter:
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SCREEN 2
NATURE OF SUIT: Similarly, to locate

Jurisdiction field.

. . Nature of suit 0 (zero) ~ Filter -
the correct Nature of Suit code, begin
typing in the Filter field. This will narrow
your choices to the ones that match your Nature of suit 153 (Contract: Recovery Veteran Ben ) v Fiter 53
entry as well as the Cause of Action. )
C“Ck on the DrOp Down arrow to see Nature of suit 153 (Contract: Recovery\leleran Ben.) TN or 53
yOUI’ f|ltered Opt|0n3- Origin |, 53[] (Habeas Corpus ‘(General}}
snship plaintiff 535 (Death Penalty - Habeas Corpus)
Origin: Default is 1-Original Proceeding
o _ o Origin 1 (Original Proceeding) -
For new civil complaints, this is the
correct selection.
Origin 1 (Ongmal Proceeding) -

For Notice of Removals, LG
select 2-Removal from State Court. 3 (Remand from USCA,)

4 (Reinstated/Reopened Case)

5 (Transfer-in from Other District)

6 (Transfer-in per MDL Order)

7 (Appeal of Magistrate Judge Decision)

A (Second Reopening)

B (Third Reopening)

C (Fourth Reopening)

D (Fifth Reopening)

E (Sixth Reopening)
Citizenship: Only use thgse fields if e "
you entered 4 (Diversity) in the

Citizenship defendant -

Jury Demand:

For a Complaint, select plaintiff if you
are requesting a Jury Trial.

In a Removal from State Court, select
the defendant if you will request a Jury
Trial. If the plaintiff requested a Jury
Trial in the State Court, select Plaintiff,
or Both, if appropriate.

Jury demand n (None) -
b (Both)

Fee status pd ipc!_P F'Iair;tiE
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_SCREEN 2

Demand - Enter dollar amount in
thousands of dollars.
Example: $100,000 = 100

Arbitration Code - leave blank

County -
FOR COMPLAINT:
1) the county of the defendant, or

2) if the defendant is out-of-state, the
county of the plaintiff, or

3) If neither 1 or 2 apply, the county in
which the incident occurred occasioning
the law suit.

FOR NOTICE OF REMOVAL:
The county is the county from which this
case is being removed.

Fee Status:

e pd (Paid)

« fp (in forma pauperis) if
granted in State Court

* pend (IFP pending) if
submitting a motion to
proceed ifp with this case

* wv (waived) - for US Attorney

* cjaor none - Do Not Use

Fee Date - defaults to today’s date

Date transfer - leave blank

Click NEXT when you have completed
these fields.

Jury demand n (None)  +  Class action n -
Arhitration code v County Ada - Southem
Fee status pd (paid) v‘ Fee date 7/14/2009

Demand (5000)

v

Date transfer
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Adding Parties

SCREEN 3 - HINT SCREEN

ECF provides a tip for entering
parties, which is the next step.

Click NEXT to continue.

Open a Civil Case - Attorney

lease make sure you enter ALL parties (plaintiffs and defendants) before selecting the Create Case button.

SCREEN 4 - The Participant Tree

Use the right side of the screen
to add parties.

Type the last name of your first
party in the Last/Business Name
field.

Click SEARCH.

Open a Civil Case - Attorney

Add New Party Search for a party
Collapse All Expand 4  Last/Business Name First Name Middle Name

You may enter as few as three
letters to begin your search.

Scroll through the search results
to find your party.

Click on the name to highlight
and click Select Party.

If your party name is not present,
you may click Create New Party
to add a new name.

Note: Do not create a new party
if any name in the list matches
your party’s name.

Search for a party
Last / Business Name Smith First Name Middle Name

Search Results

s

Smith, -

Smith, Aaron
Smith, Alan
Smith, Andrew R
Smith, Angela S

| SelectParty | | CreateNewParty |
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SCREEN 4 - The Participant Tree

When the name is selected from
the list, a Party Information
screen appears.

Party Information
Aaron Smith

Title

Role Plaintiff (pla:pty)

pd

Consol Counter Claimant
Consol Counter Defendant
Consol Cross Claimant
Consol Cross Defendant
Consol Defendant

Consol Plaintiff

Consol Third Party Defendant
Consol Third Party Plaintiff
Counter Claimant

Counter Defendant
Creditor

Cross Appellant

Cross Appellee

Cross Claimant

Cross Defendant
Custodian

Garnishee
Guardian Ad Litem

In Re

Interested Party
Interpleader
Intervenor

Intervenor Defendant
Intervenor Plaintiff

Material Witness
Mediator
Miscellaneous
Movant

. Do not add an address, Prose No -
phone or e-mail. Prisoner Id Unit
. All information added on Office
this screen will be
. . Address1
accessible to the public.
Address 2 Show this address on the docket sheet
Role. The role type defaults to ROESE 3 A
Plaintiff. It is important to select state Tip Country
the appropriate role type on this Prison
screen. Phone Fax
E-mail
See the list of Role types in the o
appendix to this document. ekt
Startdate 7/14/2009 End date
When you have entered the ;- Notice yes ~
necessary information, click the
Add Party button. Start 3 New Sea
ROLE TYPES: Debtor Objector
Amicus Debtor-in-Possess
Appellant Defendant Personal Representative
Appellee Petitioner
Arbitrator Estate of Plaintiff
Executor Defendant
Claimant Executor Plaintiff Receiver
Consol Claimant Respondent

Special Master
Successor

Taxpayer

ThirdParty Defendant
ThirdParty Plaintiff
Trustee

Unknown
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SCREEN 4 - The Participant Tree

The party is added to the
left-side panel indicating this
person is a party to the case.

This is called the
Participant Tree.

Click the Add New Party button
for each party in the case.

Open a Civil Case - Attorney

Add o Party Searchfor apary
" m Expand Al Last/Business Hame
Aaron Smith pla.” ¥

“ptias ¥

‘Corporate Parent or other affiliate *

~Attorney £

First Name

Middle Name

Icon Definitions:
. = Edit Party
% = Delete Party
"S = Add Alias, Corporate
Parent, Other Affiliate or
Attorney for this party.

'] = Copy an attorney from a
" previously entered party.

= SN e ¢ W

EAaron Smith pla.” 2

é"{'.orporate Parent or other affiliate 2

5---Atmme3r ¥ (L

it 1
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Adding an Alias

Click on the Add Person icon "S
next to Alias in the Participant

Search for an alias for Aaron Smith

Tree.
Last/Business Name
Enter the name, and
click the Search button.
ngh“ght the name’ and Search for an alias for Aaron Smith

click the Select Alias button.

Last/ Business Name smith

You may also create a new alias
if your name does not appear.

Search Results

~

Smith, -

Smith, Aaron
Smith, Alan
Smith, Andrew R
Smith, Angela 52

| SelectAlias | [ Create New Alias

Make any name edits.

J Alias Information
| lastiBusiness name Smith First name

You must add an alias Type. Mt yome oA
Startdate 7/28/2009
ey

Start a New Search |54

Click the Add alias button st

The alias is added to the

Participant Tree. |[_AddNewParty | |_Create Case
| Collapse All Expand
=lAaron Smith pla. &
Slalias
smith /%
é--Corporate Parent or other affiliate "3
Attorney ¥
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Adding Corporate Parent or Other Affiliate

Click on the Add Person icon
next to Corporate Parent in the =
Participant Tree.

Enter the name, and
click the Search button.

*

] Search for a corporate parent for Aaron Smith

1
LastiBusiness Name

Highlight the name, and click the
Select Corporate Parent button.

You may also create a new
Corporate Parent if your name
does not appear.

J

Search for a corporate parent for Aaron Smith

LastiBusiness Name smith

Search Results

Smith, Will G

Smith, William P

Smith & Nephews Richards, Inc.

Smith & Wesson Model 66-1 357 revolver SN 45K2164

Smith Administrators LLC
Smith Barney

4 m

Select Corporate parent | [ Create New Corporate Parent

Make any name edits.
You must add a Type:

o Other Affiliate, or
* Corporate Parent

Click the Add button.

Corporate Parent Information

Last/Business name Smith Administrators LLC First name
Middle name Generation
Type Corporate Parent |;| Startdate  7/28/2009
[ dd Conrae At |
Start a New Soassh—

The new Corporate Parent or
Other Affiliate is added to the
Participant Tree.

Collapse All Expand All
“lAaron Smith pla.

Clalias ¥

 smith /%

I?ICorporate Parent or other affiliate *5
~ Smith Administrators LLC . %
E"';'-\tl'::;rnnery (L
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Adding an Attorney

Click on the Add Person icon
next to Attorney in the Participant

] Search for an attorney for Aaron Smith

attorneys to this party.

IélCorporate Parent or other affiliate ¥
_ Smith Administrators LLC 39
IéI-Aﬂornegr "S —]

aty1 SR

Tree. sartd
Last Name First Name Middle Name
Enter the Bar ID, or Attorney last name,
and Click the Search button.
H|gh||ght the name, and Search for an attorney for Aaron Smith
click the Select Attorney button. i
Last Name atty First Name Middle Hame
Search Results
atty1
atty2
Select Attorney H Create New Attorney
Verify the attorney information, and click .
:I Attorney Information
the Add Attorney button. o
= Title
The default will be: o -
ress ress
Lead Attorney - NO o .
. ress
Notice - YES ;
State Zip
. Country Phone
Note: Any corrections to the attorney _
e . . . Fax E-mail atty1@id uscourts gov
address/telephone information will not .
, ro Hac Vice no - Lead attorney no ~
correct the attorney's user account . preem . e
information. To make corrections to the JE—— ——
attorney user account, go to "Maintain
User Account" located under UTILITIES Stert a New Search
on the Main ECF Menu.
The attorney is added to the
Participant Tree.
Collapse All Expand All
EiAaron Smith pla.” &
Repeat the process to add additional Salias 5
 smith /&
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Copying an Attorney

When one attorney represents 1 k

more than one party, you may s Yl Mew. Bariy Create Case
copy the attorney information from iCollapse Al Expan
one party to another by clicking the E-A_aron Smith pla.”

Copy Attorney icon. “lAlias *

~Smith /%
I%.!Corporate Parent or other affiliate
. Smith Administrators LLC %
Ié!-Attorney 0

Catyt
=lAnita Jones pla. &

g-"Aiias L 25
- rporate Parent or other affiliate +

E"uMl-::prneg.r

A list of previously added attorneys will
appear. Select the attorneys to add for Anita Jones
[¥]  attyl

Select the attorney you wish to
associate with the new party, and | Copy Attorneys | | Close |
click the Copy Attorneys button.

If there were multiple attorneys that you
wish to add to the new party, you could
check the box for all that apply.

. . . Add New Party
The Participant Tree is updated.
Collapse All Expand All
“iAaron Smith pla &

Note: In New Civil Cases, do not add
attorneys for defendants even though
you may know who the attorney will be.

 smith /%

EICorporate Parent or other affiliate +3
~-Smith Administrators LLC "

: L

In Removal Cases, you may add all the
attorneys who made an appearance in
the State Court file.
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Create Case

Click Add New Party to continue adding
parties, or

Click Create Case when all the parties
have been added.

Add ew party

Collapse All Expand Al
=iAaron Smith pla.” &
smin /®
If:!Corporate Parent or other affiliate "3
~Smith Administrators LLC /&
é!mtomey "8 _—]

é...amn AT
SlAnita Jones pla. ‘#
~Corporate Parent or other affiliate "3
=lAttorney "3 Q
5---atty1 AT
IThomas A Jones, Il dit.” &
Alias ¥
~Corporate Parent or other affiliate =
~Attorney "3 _3

If you have not added all the parties,
click “No” which will return you to the
add new party screen.

If you have added all the parties,
click “Yes” to continue.

Casze Opening

Case will be created. Proceed?

ves] (o

A Case number is assigned.
Click Docket Lead Event?
to continue filing the

. Civil Complaint, or
. Notice of Removal

Open a Civil Case - Attorney

((Case Number 09-342 hak been opened.

Docket Lead Event?
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Filing the Complaint

New Civil Complaint

Click on Docket Lead Event?

Open a Civil Case - Attorney

(Case Number 09-342 has been opened.

Docket Lead Event?

In a new case filing, your typical
event will be:

+ Complaint, or
* Petition for Writ of
Habeas Corpus

Select your lead event from the list.

Complaints and Other Initiating Documents

Start typing to find an event.
t|Available Events (click to select events)

I||Application for Stay of Execution

Application for Writ of Garnishment

Bankruptcy Appeal

Case Transferred In - District Transfer

Case Transferred In - Divisional Transfer

Complaint

Counterclaim

Crossclaim

Intervenor Complaint

Maotion to Vacate/Set Aside/Correct Sentence (2255)
Notice of Condemnation

Notice of Removal

Notice to Take Foreign Deposition

Petition for Review S

Clear

Selected Events (click to re:

I

To begin your selection, type the

ECF sorts the selection list to
include only those events that
match your entry.

first few letters in the selection field.

—

4| comg] ) Click your selection, or use art
i ents (click to select events)

Amended Complaint

Did
Intervenar Complaint
Third Party Complaint

Clear

Click on Complaint to select.

Compilaint it placed in the Selected
Events field.

Click NEXT to Continue.

_Available Events (click to select events)

Start typing to find another

event.
elected Events (| 0 remove

[||Case Transferred In - Divisional Transfer

Case Transferred In - District Transfer ~ N[Complaint /
————

Dla
Counterclaim
Crossclaim
Intervenor Complaint
Motion to Vacate/Set Aside/Correct Sentence (2255)

Motice of Condemnation

MKintinn sn Trlen Carnicn Mnnanition

A screen will appear displaying the
Civil Case Number.

Click NEXT to continue.

Civil Case Number
1:09-cv-342

Civil Case Opening

CM/ECF 4.0.2

U.S. Courts, District of Idaho
October 2009

Page 15




Selecting a Filer

Select the filer(s) of this complaint.

Note: The first screen lists all the
parties entered into this case. If after
review you notice that one is
missing, you could click New Filer
and add a new person to this list.

Select the filer.
Collapse All Expand All

#Anita Jones pla Select the Party:
-Thomas A Jones, Il dft Jones, Anita [pla]
wAaron Smith pla Jones, Thomas A, Il [dft]

Smith, Aaron [pla]

such as all plaintiffs, press the
control-key and click on each party,
or click the All Plaintiffs choice under
Groups..

Click NEXT to continue.

[ ciear |(( New Fier )
Click on the filer to highlight. If you ot
need to select more than one filer, co_gao%:l;m Bmand Al i o Skdac

;--Alﬂﬂ R Jones pla ones, Alan R [pla]

Masoni, Thomas [dft]

g--Thomas Masoni dft
] Smith, Aaron [pla]

@ Mo Group
All Defendants

All Plaintifis
AllFarties

o) | vewiner |

E--Jharon Smith pla

The following screen creates the
association between the filing
attorney and the filing parties.

This screen will only appear the first
time this attorney files on behalf of
the party. Leave all the boxes
checked, and

Click NEXT to continue.
Note: If as the filer, you already

added yourself to this party in case
opening, you will not see this screen.

The following attorney/party associations do not exist for the
above case(s).

Please check the box on the left of the screen for associations
which should be created.

If the association should not be created, be sure the box is
unchecked=

/| Aaron Smith (ptypla) represented by attyl (aty) [/ Lead [/| Notice
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Party this Filing is Against

Next you are instructed to select the party
that this filing is against.

Pick Party

Collapse All
wAaron Smith pla

-Anita Jones pla
" Thomas A Jones, Il dft

L Please select the party that this filing is against.
Expalit ™

Selectthe Party: OR Select a Group:

Smith, Aaron [pla]
Jones, Anita [pla]

'@ No Group
Jones, Thomas A, Il [dft]

_ All Defendants
) All Plaintiffs
_ All Parties

You have the option of clicking
All Defendants to simplify the selection.

Click NEXT to continue.

Click on the party that this filing is against.

Please select the party that this filing is against.

Select a Group:

_ All Defendants

(I All Parties

Selectthe Party: OR

Smith, Aaron [pla]
Jones, Anita [pla

Summons Instructions

ON THE FOLLOWING SCREEN, PLEASE INCLUDE YOUR SUMMONS AS AN ATTACHMENT TO THE COMPLAINT ALONG WITH YOUR CIVIL
COVER SHEET. HOWEVER. IF YOU DO NOT HAVE YOUR SUMMONS PREPARED AT THIS TIME. CONTACT THE CLERKS OFFICE FOR
URTHER INSTRUCTIONS WHEN YOU ARE READY TO HAVE THEM ISSUED.

Two options:

ECF provides instructions on submitting your summons to the court for issuance.

1) Include your prepared summons in PDF format with the complaint. The following page will
allow you to upload your complaint, case cover sheet and summons(es).

2) Do not issue your summons at this time. Contact the court at a later date when you are
ready to have your summons(es) issued.
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Uploading the Documents

Selecting the PDF documents

Main document = Complaint

A description must be entered for each attachment added You may select a category, but it is not required.

DeleteScannedFiles
District Reports

District Transfer Cases

a response-hyperlinks.wpd

Select the pdf d t and any attach
Attachment 1 = Case Cover Sheet P 1D
| [ Browse_ |
Attachment 2 = Summons(es)
Attachments Category Description
Click on the Browse button to locate L s
our PDF complaint.
y P
Click on the PDF file to highlight, and T [T ee—
click the Open button in the bottom F Documents Dstidaipa B sty
. . b e P - brief pdf Dhneﬁwpd
right corner to continue. - Torie2paf g
B Destiop T brief.pdf ) Complaint,pdf
More » Bl Complaint.wpd = bt
Folders v | Tehl Spdf exhl_S.wpd
Apps « | TEmotion.pdf Dmot\un‘wpd
BK Statistics Reconciliation-200 | " notice.pdf noticewpd
Case Assignment. T netice-redact.pdf @ order.doc
Civil Statistics Instructions T order.pdf arderd.wpd
Data i} response.doc ] response.docx
DC Dictionary T response.pdf Bl responsewpd

T Summons,pdf

Documentation

FAF Tosedal

v | Fies )

l Cpen

Click on the Browse button next to = e —
Attachment #1 to locate the PDF Case
Cover Sheet. L =
Click on the PDF file to highlight, and i brief.wpd
click the Open button in the bottom pdf = brief3.pdf
right corner to continue. pef T Complaint.pf

laint.wpd T coversht.pdf

i.pdf exhl_5.wpd

n.pdf motien.wpd

updf notice.wpd

-redact.pdf lﬂﬂorder.duc

i - il z
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Selecting the PDF documents

For each attachment, you must include
either:

. a Description in the free-text
field, or

. an item from the Category
drop-down list, or

. both.

In case opening, both Cover Sheet
and Summons are included in the
Category drop-down list.

Category Description

Affidavit

Appendix

State Court Complaint

State Court Senvice Documents
Senice Information Sheet
Sealed

Cover Sheet

Errata

Exhibit

Memorandum in Support
Sealed Foreperson Signature
Spanish Form

Summons

Supplement

As soon as a pdf document is added
to Attachment #1, Attachment #2

1. F\CM-ECF\TRAINING\Demo-Docs\CVico -

When you have completed adding
your documents,

Click NEXT to continue.

option appears. :
If you have an additional document, :
such as the summon(es), click the
Browse button for Attachment #2 and
repeat the process for Attachment #2.
Main Document

FACM-ECRATRAINING'\Demo-Docs\CV\Ce | Browse...

Attachments Category Description
1. F\CM-ECFITRAINING\Demo-Dacs\CVico Cover Sheet -
2. F\CM-ECFTRAINING'\Demo-Docs\CViSL | Browse.. | Summons -
3. -

Continue with the steps

v Paying Filing Fees On-line
v Final Screens
v Notice of Electronic Filing
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Filing a Notice of Removal

Notice of Removal

Click on Docket Lead Event?

Docket Lead Event?

(Case Number (19-342 has been opened.

Open a Civil Case - Attorney

Click on the Notice of Removal
event in the Available Events List.

This will move the Notice of
Removal from Available to the
Selected Events list.

Click NEXT to continue.

Select your lead event from the list.

e e S e e et

elected Events (clck to remove eye

Amended Complaint
|| Application for Stay of Execution
Application for Writ of Gamishment
Bankruptcy Appeal
Case Transferred In - District Transfer
Case Transferred In - Divisional Transfer
Complaint
Counterclaim
Crossclaim
Intervenor Complaint
Moation to Vacate/Set Aside/Corge
Motice of Condemnation
Notice of Removal

t Sentence (2255)

eposition

Petition for Review

m

[Motice of Removal

A screen will appear displaying the
Civil Case Number.

Click NEXT to continue.

Civil Case Number
1:09-cv-342
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Selecting a Filer

Select the filer(s) of this Notice of
Removal.

Click on the name to highlight.

If you need to select more than one
filer, such as all defendants, press
the control-key and click on each

party.
Click NEXT to continue.

Note: The first screen lists all the
parties entered into this case. If after
review you notice that one is
missing, you could click New Filer
and add a new person to this list.

Collapse All

- 1:09-cv-342
-Anita Jones dft
+Aaron Smith pla

Expand All

Select the filer.

Select the Party:

Smith Aaron [pla]

<—

The following screen creates the
association between the filing
attorney and the filing parties.

This screen will only appear the first
time this attorney files on behalf of
the party. Leave all the boxes
checked, and

Click NEXT to continue.
Note: If as the filer, you already

added yourself to this party in case
opening, you will not see this screen.

unchecked=

The following attorney/party associations do not exist for the
above case(s).

Please check the box on the left of the screen for associations
which should be created.

If the association should not be created, be sure the box is

/| Aaron Smith (ptypla) represented by atty1 (aty) [v| Lead /| Notice

o=
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Party this Filing is Against

Next you are instructed to select the
party that this filing is against.

Pick Party Please select the party that this filing is against.
Collapse All Expand All
-1:09.cv-342 Selectthe Party: OR Select a Group:

+#hAnita Jones dft

+Aaron Smith pla No Group

! All Defendants
9! All Plaintiffs
! All Parties

Clea ] _tew pary |

Click on the party that this filing is
against.

You have the option of clicking

Click NEXT to continue.

All Plaintiffs to simplify the selection.

Selectthe Party: OR Select a Group:

Mo Group
All Defendants
@ All Plaintiffs

All Farties

Uploading the Documents

Selecting the PDF documents

Main document = Notice of Removal

Attachment 1 = Case Cover Sheet
Attachment 2 = State Court Complaint
Attachment 3 = Summons served (if any)
Attachment 4 = Answer(s) (if any)
Attachment 5 = Pending Motions (if any)
Attachment 6 = State Court Docket Sheet

Note: If the state court case is large,
contact the court for alternative
instructions.

Click on the Browse button to locate
your PDF Notice of Removal..

A description must be entered for each attachment added. You may select a category, but it is not required.
Select the pdf d. t and any attach

(Main Document
| Browse...

Attachments Category Description
L -
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Selecting the PDF documents

Click on the PDF file to highlight, and
click the Open button in the bottom
right corner to continue.

Nama’ Date modif.. Type

- ¢
[ Documents - affidavit, peff

T brief.pdf
5| Recent Places =
2 - brief2.pdf
B Desidop = briefh
More » Complaint.wpd

Folders v | Tehl Spdf
Apps Zsactisupd
BK Statistics Reconciliation-20(
Case Assignment - notice-redact,pdf
Civil Statistics Instructions T order.pdf
Data @rasponsa.da(
DC Dictionary T response pdf
DeleteScannedFiles respanse-hyperlinks.wpd
District Reports
District Transfer Cases

Documentation

L

Size
affidavitwpd
D briefwpd
T brief2.pdf
T Complaint,pef
T coversht,pdf
B exil Sawpd
motion.wpd
n noticewpd
lﬂl]uvdev‘du(
D orderdwpd
@]respunse‘dacx
D responsewpd

= | Al Files )

[ Open

Click on the Browse button next to
Attachment #1 to locate the State
Court Complaint.

1

Attachments Category

Browse

Click on the PDF file to highlight, and ’f“: oned- T ’E —

. . FLET] pokagd
click the Open button in the bottom P :.,.'M .
right corner to continue. e e = el

-_‘ bl b Lormplunl p
B Complsintapd Tirenhtpd
v | Tahl Spd I s, e
For each attachment, you must include Category Description
either:
. a Description in the free-text d
field, or Affidavit
. Appendix
¢ an Item from the Category State Court Complaint
drop_down I|St or State Court Senice Documents
’ Senice Information Sheet
® both. Sealed
Cover Sheet
Errata
Exhibit

Memorandum in Support
Sealed Foreperson Signature
Spanish Form

Summons

Supplement
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Selecting the PDF documents

As soon as a pdf document is added
to Attachment #1, Attachment #2
option appears.

When you have completed adding
your documents,

Click NEXT to continue.

Main Document

F\CM-ECFITRAINING\Demo-Docs\CVina [ Browse... |

Attachments Category Description

|IL. FACM-ECFITRAINING\Demo-Docs\CVICc[ Browse... | State Court Gomplaint -
|[2. FACM ECFITRAIMINGIDemo Docs\CViSL State Court Service Documents
|[3. F\CM-ECFITRAINING\Demo-Dacs\C\af | Browse. |
4.

State Court Information

Insert the information regarding the
State Court case.

Click NEXT to Continue.

Complaints and Other Initiating Documents
1:09-cv-00342-CWD Smith v. Jones

Name of other court

Case number in other court

Clear

Continue with the steps

v Paying Filing Fees On-line
v Final Screens
v Notice of Electronic Filing
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Paying Filing Fees On-Line

Verifying the Filing Fee

The next screen begins the payment
process for paying the filing fees
on-line through Pay.gov.

If “yes” applies to either question,
the Pay.gov process is skipped.

Notice of Removal: For a Notice of
Removal, only one question appears.

If “yes” applies, the Pay.gov process
is skipped.

The default is “No”.

Click NEXT to continue.

Complaint: There are two questions.

[Is this filed with an Application to Proceed Without Prepayment of Fees?
lor
Is this complaint filed on behalf of the USA?

Yes
@ No

Is this filed with an Application to Proceed Without Prepayment of Fees?

“ Yes
@ No

The following screen verifies the filing
fee.

Click NEXT to continue.

A VT-LV-UL S DT V. S

Fee: $350

Civil Case Opening

CM/ECF 4.0.2

U.S. Courts, District of Idaho
October 2009

Page 25



_Pay.qov

Screen 1: There are two screens
when completing on-line payment.
In the top right corner, you may
see where you are at in the
process.

The fields with Asterisks
are required.

Note: The notice at the bottom of
the screen warns the user to
avoid using the Internet browser
back button when making your
on-line payments.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1]2
Pay Via Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA) /

Required fields are indicated with a red asterisk y

Account Holder Name: attyl
Payment Amount: $350.00

Billing Address: *
Billing Address 2:
City:
State / Province: —— .
Zip | Postal Code: 83724
Country: United States - *
Card Type: - ¥ visA @ ﬁ ﬂ Dlsfi‘ys&'
Card Number: R i i STy

* o
Help finding your security code

Security Code:

Expiration Date: -|*y -

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.

Continue with Plastic Card Payment ] [ Cancel I

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted

and pages being loaded incorrectly. Please use the links provided whenever possible.

Screen 2: If you need to return
to the original page,

click Edit this Information.

Do not use the back button.

E-mail Receipts: You may
receive an e-mail confirmation of
this payment. This e-mail
address may be who ever is
responsible for the credit card
payments in your office and does
not need to be that of the filer.

You may also have multiple
receipts if additional people need
notice of this payment.

Finally, you must authorize the
charge to this card by checking
the agreement box.

Click Submit Payment to finish.

Online Payment Return to your originating application
Step 2: Authorize Payment 2

Payment Summary  Edit this infermation

Address Information Account Information

Account Holder Name: atty1

Payment Information

Card Type: Visa Payment Amount: §350.00

Billing Address: PO Box 1234 Card Number: === 111 Transaction Date 08/03/2009 12:41
Billing Address 2: and Time: EDT
City: Anytown

State / Province: D
Zip | Postal Code: 83724
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address:

Confirm Email Address:

CC:

Authorization and Disclosure
Required fields are indicated with a red asterisk g

| authorize a charge to my card account for the above amount in accordance with my card issuer agreemenl

Press the "Submit Payment” Button o B ore than once could result in multiple transactions.
[ Submit Payment I Cancel I

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.
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Pay.qov

WARNING SCREEN:
ECF will provide another warning
to not use the Back Button.

At this point, the filing fees have
been paid.

Click NEXT to Continue.

O NOT HIT THE BACK BUTTON AT THIS POINT. YOU HAVE ALREADY PAID THE FEES AND HITTING THE BACK BUTTON WILL CAUSE YOU
O PAY THE FEES AGAIN. IF YOU THINK YOU HAVE ACCIDENTALLY PAID THE FEES TWICE, PLEASE CALL JENNIFER AT (208) 334-1178
MMEDIATELY

Final Steps

FINAL SCREENS

Notice: Pursuant to Federal Rules
of Civil Procedure 7.1, the attorney
is required to filed a corporate
disclosure statement.

Click NEXT to Continue.

'OU ARE REQUIRED TO FILE A CORPORATE DISCLOSURE STATEMENT PURSUANT TO FRCP 7.1.

Docket Modification Screen: The
filer is allowed to insert any further
description in the free text field.

Click NEXT to Continue.

Docket Text: Modify as Appropriate.

COMPLAINT against Anita Jones ( Filing fee $ 350 receipt number 0976-494929.) , filed by
Anita Jones. (Attachments: # (1) Cover Sheet, # (2) Summons) (attyl,)

Docket Text: Modify as Appropriate.

NOTICE OF REMOVAL by Anita Jones from 4th Judicial District-Ada County, case
number 09-1234.(Filing fee S350 receipt number0976-495224.) , filed by Anita Jones. (Attachments: # (1) State Court
Complaint, # (2) State Court Service Documents, # (3) State Court Answer) (attyl, )
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FINAL SCREENS

Final Screen: This screen shows
how the entry will appear on the
docket.

ATTENTION: By clicking Next, you
will file these documents and will
not have any further opportunity to
correct any errors in the filing.

The bottom of the screen indicates
for your review, what documents
you have included in this fClick
NEXT to complete your filing.

Docket Text: Final Text
COMPLAINT against Anita Jones ( Filing fee $ 350 receipt number 0976-494929.), filed by Anita Jones.
(Attachments: # (1) Cover Sheet, # (2) Summons)(atty1, )

ATTENTION!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Source Dy Path (for confi ion only):
F\CM-ECF\TRAINING Demo-Docs'\CV\Complaintpdf ~ pages: 1
F:\CM-ECF\TRAINING Demo-Docs\CVicoversht pdf ~ pages: 2
F:\CM-ECF'TRAINING Demo-Docs\CV\Summons pdf  pages: 2

Docket Text: Final Text

NOTICE OF REMOVAL by Anita Jones from 4th Judicial District-Ada County, case number 09-1234.(Filing
fee $350 receipt number0976-495224.), filed by Anita Jones. (Attachments: # (1) State Court Complaint, #
(2) State Court Service Documents, # (3) State Court Answer)(atty1, )

ATTENTION!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.
Have you redacted?

Source Document Path (for confirmation only):
F:\CM-ECF'TRAINING Demo-Docs\CV'notice.pdf  pages: 1
F\CM-ECF'TRAINING Demo-Docs\CV\Complaint pdf  pages: 1
F\CM-ECF'TRAINING'Demo-Docs\CV\Summons pdf ~ pages: 2
F:\CM-ECF'TRAINING Demo-Docs\CV'affidavit pdf ~ pages: 1
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Notice of Electronic Filing (NEF)

NEF DETAILS

The date and time of the filing
are documented in the NEF.

Note that the time is recorded
as Mountain Time since that is
the location of the computer
accepting the filing.
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NEF DETAILS

The NEF confirms:

+ the case name and
number,

» the filing party was,

» the assigned
document number
for this filing, and

» the judge assigned
to this case

Case Name: Jones v. Smith
Case Number: 1:09-cv-00335-EJL
Filer: Anita Jones

Document Number: 1
Judge(s) Assigned: Edward J. Lodge (presiding)

Docket text verification

Docket Text:
,COMPLAINT against Anita Jones ( Filing fee $ 350 receipt number 0976-494929.), filed by Anita Jones. (Attachments: # (1) Cover Sheet
#(2) Summons)(atty1, )

Who received this NEF via ECF,
and if there are parties who did
not receive this NEF and would
require service by other means.

In the instance of a Notice of
Removal, all attorneys in the
state case should have been
entered during case opening
and would receive NEF
notification.

1:09-cv-00335-EJL| Notice has been electronically mailed to:

attyl  attyl@id uscourts.gov. deadmail@id uscourts gov

1:09-cv-00335-EJL} Notice will be served by other means to:

Verification of the documents
submitted with this filing.

lectronic document Stamp:

[STAMP dcecfStamp_ID=1089316566 [Date=8/3/2009] [FileNumber=697135-0]
[8498153£220d4110£3a0492820bfd1495ab15fdb1£95a234288FTe2f4e1 34cefd5 1b
1820523 7dfb3903a2d132¢193¢63312a6£26600a905752c16382f0dd5fe]]

lectronic document Stamp:
[STAMP dcecfStamp_ID=1089316566 [Date=8/3/2009] [FileNumber=697135-1]
[9aa35cdd471a9026799d5435e26e9cal56512b53f997 Tbb408ce02732a851281d4109
3281d6956dc0c491f079575cb5048 11343 8f2e5a890a2d9247c072al 198]]

lectronic document Stamp:

[STAMP dcecfStamp_ID=1089316566 [Date=8/3/2009] [FileNumber=697135-2]
[249e28deecTd06907065cc503806b4 Sbaaabebdedbbet6dfab0T539207Tb968919d6
cffbTe422b5b9b98967b373cd9e8b06b446813eefibd0c401361fa7101]]
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